Quick Sheet: 
Bulk Upload 


This Quick Sheet documents the process for uploading multiple 
assets as one task, and adding metadata and security to these 
assets. 


Selecting Assets for Bulk Upload 


1. On the bottom right, click on “+” and click Bulk Upload from 
the pop-up menu. 
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2. You can select the asset type for Bulk Upload by clicking on 
icons such as Document/Audio/ Video etc. 


User can only bulk upload assets for one asset type at a time. 
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3. METADATA 
From the drop downs on the left, expand and select the 
required fields and any additional fields you want to add. 
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S Select the felda you want to edit from the left. 


SS 
You can choose the files via drag and drop option, or by 
clicking on CHOOSE FILES. 
UPLOAD 


Click on the (3) Select Image File(s) 
To upload, click on UPLOAD button placed on the bottom. 
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System will display a notification when the assets are 
uploaded. Click on DETAILS to view upload assets. 
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Add Asset Security 
Security can be added via EDIT or SEQUENTIAL EDIT. 


Adding Metadata 

Metadata can be added in 2 ways — EDIT or SEQUENTIAL EDIT. 
Note: All required metadata must be entered in order to publish 
assets 


EDIT 


This option allows you to add the same metadata to the selected 
assets. 
1. To add metadata to all assets, click EDIT, or select the assets 


you want to edit and click EDIT. | ten | 


2. Refer to Bulk Edit Quick Sheet for how to add metadata. 


SEQUENTIAL EDIT 


This option allows you to add metadata for a list of selected assets 
in sequential order. 
1. Click SEQUENTIAL EDIT to edit all assets, or select the assets 
you want to edit and click SEQUENTIAL EDIT. 


2. You must enter all required fields in order to proceed. Click 


SAVE to proceed to the next asset. 
3. You can also move onto the next asset without completing 


the metadata by clicking SKIP ASSET. 


1. While in EDIT or SEQUENTIAL EDIT mode, go to SECURITY tab. 
You will have two options: 


© Create New Permission Replace Permissions 


2. Create New Permission option allows you to add user or group 
permissions to the selected assets. Click on ADD PERMISSION 
to specify the rights. 


+ ADD PERMISSION 


3. Replace Permissions option removes any existing group or 
user permissions and replaces them with new users/groups 
permissions specified. 

4. Checking and/or unchecking the boxes for Localized Materials 
allow you to update the status from Pre- Release to Post- 
Release ervice-versa for the assets 
Note: Refer to Toggle Pre-Release to Post-Release Quick 
Sheet for how to change asset status. 

5. Click on SAVE CHANGES to submit the Security changes. 
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Publishing assets 
1. Once all the required fields are entered for an asset, a green 
check mark should be displayed for the asset. 
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2. Click PUBLISH to make assets publicly available. 
# PUBLISH 


3. Assets not ready to be published are marked with ©, Bulk 
publish action will not publish these assets. 

4. Once publishing is complete, a notification should be 
displayed. 


V Asset Publishing Complete x 
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5. If publishing is successful, you should receive an assets 
available message. 


J All assets have been published and are publicly available 


6. If publishing is not successful, you should receive a 
notification as below: 


Å Asset Publishing Complete x 


3 assets couldn't be included. 
See manifest.csv for failure details. 


$ bowntoao Q) DETAILS 


You can click on the DOWNLOAD button to view the 
‘manifest’ report. This report lists out the publish status for 
each asset so user may retry publishing the failed ones. 

The same manifest report can be accessed via the notification 
in the notification center. 


